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POLI CE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses responsible clerical positions, the
primary duties of which are receiving and processi ng records and
reports of the department. The duties of Police Records Clerks
include entering data into the departnent conputer system
typing and filing, and acting as receptionist for the
depart nment. Police Records Clerks perform routine duties
i ndependently, reporting to and having work reviewed by the
Secretary to the Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Recei ves, reviews, and processes departnental records, reports,
mai |, interdepartmental correspondence, and other materials in
accordance wth departnental procedures. Enters routine
information in departnmental records. Conpi |l es and organi zes
data and wites reports needed for the operation of the assigned
di vi si on. Checks records and reports for conpleteness,
accuracy, and conformty to established procedures. Corrects
errors in records and reports, or returns them for correction.
Assi sts in periodical inspections of systens and facilities for
mai nt ai ni ng records and reports.

Operates a conputer termnal in order to enter, copy, or renove
i nformation. Locates and retrieves information or docunents
from hard copy files and the conputer database. Operates a
facsim |l e machi ne, copying machi ne, cal cul ator, or mat hemati cal
conput er software when required.

Replies to routine correspondence or requests follow ng
departnmental procedures on own initiative or from oral or

written directions. Takes and transcribes dictation using
| onghand. Types letters, fornms, nmenpbs, statenents, fornmal
reports, or any other assigned docunents. Conposes busi ness

| etters using correct grammar and punctuati on.

Participates in setting up a filing system and revising such
syst emwhen necessary. Files correspondence, forns, records, or
reports al phabetically, nunmerically, chronologically, or by
subject matter. Assi gns cross-indexing nunbers to files if
subject matter should be classified and filed under nore than
one headi ng.
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Acts as receptionist to departnent visitors, including answering
t el ephone and placing calls, and handling routine questions and
requests. Maintains a roster of departnent personnel including
nanmes, addresses, telephone nunbers, and other pertinent
information. Assists in maintaining a |library or archives of
materials for future use or reference by departnment personnel.
Keeps records on the location of materials renoved fromfiles
and traces mssing files.

Provides informal or “on-the-job” training for new enpl oyees.

Participates in accounting for the nopney and assets of an
assi gned division. Assists in making calcul ati ons necessary to

conpute payroll. Prepares purchase requisitions according to
department procedures. Orders supplies and equipnment as
required.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents listed bel ow nust

be met by the filing deadline for application for adm ssion to
the test.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of enploynent, but before beginning work in this
class, must pass a physical exam nation, the selection and
adm nistration of which will be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunentation indicating, at a mninmum that the
appl i cant has nmet the mnimum high school graduati on
requi renments necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunmentation shall include at |east
one of the following: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must not be |l ess than eighteen (18) years of age.
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